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	Quaker Council for European Affairs

The Quaker Council for European Affairs seeks to be an Equal Opportunity Employer



JOB TITLE:
Transition Manager, Quaker Council for European Affairs (QCEA)
REPORTS TO: 
Executive Committee of QCEA

LOCATION:

Quaker House Brussels, Belgium

STARTING DATE:
By 1 October 2015 (preferred)
DURATION:
Fixed-term for one year

Quaker Council for European Affairs (QCEA)

The role of Transition Manager provides an opportunity to build and strengthen QCEA at a time of transition. QCEA’s governing Council is keen for the organisation to become more focussed and effective in its political advocacy work. In this one-year post, the Transition Manager will be tasked with reviewing the issues QCEA works on and its methods of work, making reasoned proposals for improvements, presenting these to the Council and drawing up an implementation plan for agreed changes. 
Along with this, the Transition Manager will be expected to share in some of the responsibilities for managing other aspects of QCEA's work – such as maintaining QCEA’s income flow, continuing our current portfolio of programme work during the review period, and maintaining effective contact with a diverse body of Quakers and Quaker structures across Europe and beyond. These tasks will also be undertaken by other staff and QCEA’s various governance bodies, to free up the appointee for the key task of organisational review.
Background on QCEA 

The Quaker Council for European Affairs seeks be a voice for Quakers (members of the Religious Society of Friends) at European level. It operates in two key ways: 

1. By raising Quaker concerns with the institutions of both the European Union and the Council of Europe; and 

2. By keeping Friends informed about European issues they may wish to engage with and proposing courses of action.

The current main areas of work are peace, economic justice, human rights, sustainability and democratic governance. 

QCEA keeps Friends informed through: blogs; ‘Around Europe,’ a newsletter published six times per year; social media and ‘action alerts’, which highlight opportunities for personal action. In addition, the popular study tours, held every one or two years, provide interested Quakers and others with a chance to visit and learn about the European institutions and the work of QCEA at first hand.  

QCEA is supported, and its programme is discerned, by a Council representing Quakers from Yearly Meetings in Belgium and Luxembourg, Britain, Denmark, France, Germany, Ireland, the Netherlands, Norway, Sweden and Switzerland. The Europe and Middle East Section of the Friends World Committee for Consultation is also represented, as is Europe and Middle East Young Friends (EMEYF) and two national committees, in Britain and in the Netherlands, which additionally channel essential financial and other backing to the organisation.

QCEA was founded in 1979. Its base is Quaker House in Brussels, situated close to the European Commission, Council and Parliament buildings. Offices, meeting rooms and some staff accommodation are all housed in the historic art nouveau building. 

Functions and responsibilities
The Transition Manager’s role encompasses two main functions:

a) Advising QCEA Council on the overall strategic direction of QCEA and implementing its vision within the resources allocated.
b) Ensuring the efficient and effective functioning of the organisation, including staff management and fundraising.
Specific responsibilities:

a) Advising QCEA Council on the overall strategic direction of QCEA and implementing its vision within the resources allocated 

1. Lead a strategic review of QCEA’s programme and methods of work
2. Make sound recommendations that will increase its effectiveness and impact while maintaining its distinctive Quaker nature. 
3. Enable the Executive Committee of QCEA Council to take well-informed governance decisions, and ensure their implementation.

b) Ensuring the efficient and effective functioning of the organisation, including staff management and fundraising 

4. Support the Acting Representative (Advocacy)’s management of programme work by ensuring that appropriate processes, procedures and systems are in place for programme planning, budgeting and fundraising, as well as assessing and recording impact. Undertaking advocacy is not a part of this role. 
5. Together with Acting Representative (Advocacy) and Executive Committee, co-ordinating and overseeing fundraising within QCEA, including identifying and meeting with potential donors, writing proposals, evaluating impact, and reporting to donors; and ensuring sound financial management of QCEA’s resources.
6. Formal line management of Office Manager.
7. Work with the Acting Representative (Advocacy) to provide day-to-day management support to each other. Formal line management will be undertaken by Executive Committee. 
8. Oversee the Office Manager in their role of ensuring that all appropriate workplace policies and procedures are put into place and followed.
9. Oversee the Office Manager in their role of ensuring that Quaker House is adequately and safely maintained and managed, and that relationships with groups hiring rooms and overnight guests are positive and mutually beneficial. 

10. Other tasks as required. 

Person Specification

	Experience and Knowledge
	

	Demonstrable expertise in conducting successful strategic reviews of organisations’ work priorities and methods 
	E

	Experience in programme planning and implementation 
	E

	Experience of managing a small organisation, preferably an NGO, including supervising staff and overseeing budgets
	E

	Capacity and willingness to be self-servicing in the office (i.e. work without secretarial support)
	E

	Flexibility to attend frequent evening and weekend meetings; occasional international travel 
	E

	Experience in servicing governance bodies effectively, including presenting information, analysis and advice, and implementing decisions taken
	E

	Work experience in an NGO 
	E

	Experience and knowledge of the functioning of the EU /Council of Europe, in particular engagement/advocacy by non-governmental actors
	D

	Significant knowledge of European/international affairs
	D

	Paid or voluntary experience in a relevant field, such as peace, sustainability, multilateral institutions or policy and advocacy work
	D

	Experience in multi-day event management (in particular conferences and study tours)
	D

	Qualities and Competences 
	

	Demonstrable skills in team leadership and working collaboratively with coalitions or organisational partnerships
	E

	Understanding of and commitment to the principles, concerns, values, and methods of work and decision-making of the Religious Society of Friends in Europe
	E

	Ability to think and plan strategically 
	E

	Demonstrated ability to work effectively with people of differing backgrounds and ideologies
	E

	Ability to network and develop effective interpersonal relationships 
	E

	Ability to communicate effectively in English, both orally and in writing
	E

	Demonstrable expertise in analysis and interpretation of European or international social, economic, and political developments
	D

	Ability to work in at least one of French or Dutch
	D

	Qualifications
	Essential/

Desirable

	Degree-level education in a field relevant to the position and the organisation, or equivalent experience
	E

	An appropriate qualification in a field such as consulting, organisational development or people management, or equivalent experience
	E


Conditions of Service

Salary: € 3,500 per month (gross)
Holidays: 25 days per annum, in addition to Belgian public holidays. Days in which the office is closed, other than public holidays and weekends, count as part of the leave allowance. Timing of vacations is to be agreed in advance with Acting Representative (Advocacy) and according to QCEA leave booking policies.

Working hours: QCEA operates a 38 hour work week. Office hours are normally 9am to 6pm Monday to Thursday and 9am to 4pm on Friday, with a one-hour lunch break. Time worked over and above that is compensated by time off in lieu, which must be taken within an agreed period and according to QCEA TOIL policies.

Location: The post is based in Brussels, Belgium, with some international travel. A three-bedroom flat in Quaker House is available to live in (rent at market rates) but this is not a requirement of employment. 
Relocation: If the appointee is not currently living in Brussels, a reasonable contribution to relocation costs will be paid. 

Closing date for completed applications: Monday 13 July 2015, 09:00 Central European Summer Time
Interviews: Week beginning 27 July 2015
Preferred starting date: 1 October 2015 or sooner
Duration: One year.
This appointment is subject to:
· Three satisfactory references (one of which must be from a Quaker). One reference will be taken up prior to interview – please indicate whether we can approach each referee before or after making an offer of employment. 
· Ratification by the Executive Committee of QCEA.
· Belgian Work Permit (if not an EU/EEA national; we will support the work permit application of a successful candidate).
	TO APPLY

Please send a completed application form by email to: qcea.recruitment@gmail.com. 
Your application should include: 

· Details of your education and employment history

· Your assessment of how your qualifications and experience fit you for this job

· Your motivation for working on these issues within a Quaker organisation

· The names and contact details of three referees whom we may contact, one of whom should be a Quaker. 




All applications will be acknowledged and treated in confidence.
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